February 4, 2002

Chapter 4

Updating and Viewing Local National Employee Records

Chapter Overview

Introduction

This chapter explains the process for updating and viewing Local National
(LN) employee records without using an RPA, i.e., training, education,
appraisals, etc. Most countries use the Descriptive Data Fields (DDFs)
illustrated. Germany LN DDFs are used as examples. Unique DDFs used by
other specified countries are also illustrated.
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Chapter Overview, Continued

Before You The People Window is used to update LN employee information when an LN
Begin RPA/NPA is not required. Taskflow Buttons used are;
e Assignment (Links the Person record with the Position record for
viewing purposes only)
Extra Information (Contains single occurrence data)
e Special Info (SITs) (Allows for multiple occurrences of data)
Others (Additional pay data - used only by Cuba — There is no
payroll interface for other LN employees.)
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Updating LN Records

Accessing the
People Window
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This window is used to update an employee’s record with data that does not
require an NPA; e.g., appraisals, non-monetary awards, training, etc.

Step Action
1 On the Navigation List > People — Enter and Maintain —
<Open>. The People Window displays with the Find Person
Window displayed on top.
2 Query for the employee by their name, Sequence Number,

Applicant Number, or SSAN. The People Window displays with

the employee data populated and five Taskflow Buttons.

e Address

e Assignment

e Extra Information
e Special Info

e Others...

[ ]

Validate (not used by DoD)

= People HEE|E
— Name
Last i LMH|E - Type [Employee
Firet [Mirca Hire Date (04 FEB1987
Title ldentification
Frefic Sooial Security
Suffix Employea
Middle Apphcant
Personal Information !
Hirth Date [e/-SEF-195 Age 36
Metionaliby Status
“Work Telephone Email
Mail Ta B
Date LastVarfiad
Effective Dates
’7 From |04-FEB-1987 Tnl [ i—]
Validate I
Address | Assignment J Extra Information Special Info I Dthers... |

Continued on next page
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Updating LN Records, Continued

Updating an LN The Address Window is used by those countries that maintain LN address

Employee’s information. The address is not updated by payroll as for Appropriated Fund
Address records.
Step Action
1 On the People Window, always determine if you need to change
the current date. If the effective date of the change is not the
current date, click Alter Effective Date on the Toolbar and
input the correct date.
2 To update the employee’s address, click <Address>. The
Address Window displays. Click in the Style data field.
= Etle
Address |
Details
r Typa & Primary
‘ Date Fram [27-AUG-2001 DeteTo | i 1
3 Click the LOV and select the Country for the address.

Guinaadhzau

Fl.-!.rm-u =
a | "

find | [ ox ] Cancel |

Click <OK>.

Continued on next page
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Updating LN Records, Continued

Updating an LN Employee’s Address (continued)

Step Action

4 The Personal Address Information Window displays. Enter the
address information.

Address Line 1
Addrass Ling 2
Addrass Line 3
Ciy

Postal Coda
Cauniry Germany

Talephona

Clear | Cancel ||:

5 Click <OK> and then Save. The People Window displays.

Exit the window.

f Note: If you changed the date using the Alter Effective Date, you
must reset the date to the current date.

Continued on next page
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Updating LN Records, Continued

Viewing The Assignment Window identifies the employee’s position data and
Assignment position number. You can use this number to retrieve the Position Window
Information

to view and update other position data. A simple method is to highlight the
entire Position data field, copy it (Ctrl C or Edit — Copy from the Main
Menu Bar), then paste the number into the blank Position Window to
execute a query.

Step Action

1 On the People Window, click <Assignment>. The Assignment
Window displays showing position data. There are four Taskflow
Buttons on this window. DoD uses two of the Taskflow Buttons.

[ ]

<Entries>

<Qthers...>

Note: <Salary> and <Pay Method> are not used by DoD.
Also, the Supervisor Region is not used by DoD.

4

EX Asssgnment [B

Organizatian = Group

Jak

0201 Fersonnel Managemeant (0201)

5118R WMEMENT SFEC

Fasitian

Grada [C1-07 Payroll Manthly
Location |[SME3IE0000 Statue Achve Assignment
Agsignment Number Effective Dates
Emplosyment Catagon ’7 Frarm |I:I1 =AIIG-2001 To
Supervisor M
MName |
MNumber |
i
Salary | Entries Pay Method Others... 1
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Updating LN Records, Continued

Viewing Assignment Information (continued)

Step

Action

2

Click <Entries>. The Element Entries Window displays. It
contains pay-related information for the current pay period. Use
DateTrack if you need to view past data. You can update some of
the information or add an element, if RPA/NPA is not required.

et R i S et

— Processing Types——
Fariod (B 2001 Calendar Manth (01-AUG-2[ | €1 Becurming
assification | (1 Monrecurring Additional
[G Both Processed
: — Effective Dates———
Processing
Element Mamea Twpe Costing Beason Flii From To
JWNM@:W.@ r r [o-AuG-zoo1  [31-AU
| [|Basic Salary Rate Recurring r r [30-JUL-zooo
I Total Pay Recurring r r {30-JuL-2ooo
| [|LN Within Grade increase  Recurring r  [30-JUL-zoon
| [ [27-AUG-2001
| =
=5
= i
i =
| e £
;I 5 1 —
IEnliyinluas I Assignmeant | Dthars [ _ ;|

In the Element Name, use the Current Record Indicator to select
the element to view, i.e., LN Within Grade Increase.
Click <Entry Values>. The Entry Values Window displays:

EE E ntry Values [~

Entry Valus

Status

Dinte Dus

Py Diede

Last Increase Date  (01-JLUIN-1336
Pastponmt Effectee
Postponmi Determ Dues

Date Eamed
Peyee Details
Processing Priorty |1250
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Updating LN Records, Continued

Viewing Assignment Information (continued)

Step Action
4 Save and close the window. Click <Assignment> to return to the
Assignment Window.

5 On the Assignment Window, click <Qthers>. The Navigation
Options Window displays with a list of options.

Mavigation Dptions

6 Click Extra Information. The Extra Assignment Information
Window displays.

EX Extra Asvignment Information

Type

File ID Flag

LN Additional Assignment Information
LN Assignment NTE Dates

LM Assignment Mon SF52

US Government Assignment SF52

Continued on next page
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Updating LN Records, Continued

Viewing Assignment Information (continued)

Step Action

7 Place the Current Record Indicator on the Type needed and click
the Details field. Repeat this step for each Type to be viewed.

Examples:
File Flag ID:

I Further Assignment Information =] E3

I

Employee Type |E Indirect Hire Non-US Citizen

== —, |

jl Further Azsignment Information

Accase DOD Hinng Fraaze B ;i

Dt Intammit ik Sch Beg {

Pry Prataction (Amy) _

Taur of Duty (Haw) |

Ot Patemity LY Ends | :

Dt Matemity L Ends |

Weekly Haurs [38.50

Unpaid Abzence NTE (AR/Gen -J;I
b

clear | cancel |[ ok ]

Continued on next page
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Updating LN Records, Continued

Viewing Assignment Information (continued)

Step

Action

7
(Cont)

LN Assignment NTE Dates:

[ Further Assignment Infarmation
] 2]
Aszignment NTE Stan Date il
Assignment NTE I
LWOP NTE Start Date

LWORPNTE
Suspansion NTE Stan Date

Suspension NTE
Furtough NTE Stant Date
Furlough NTE

LWE WTE Stan Date
LwWF NTE ]

Sabsafical NTE Start Date l
Sabatical NTE

Assignment Number
A

Clear | Cancel

LN Assignment Non SF52:

m Fuithes Azsignment nfoimation
%'Esl ?I

Diate Arfved Parsonnel Office ;j

H[=

Duty Statuz |00 Mo Action Pending
Ky Emargency Essential Empl [C Local National Employee
Non-Disclosure Agmi Status

Date WTOF Exemption Expires
Parime Indicatar

Quelification Standards 'Wanmer
Traines Fromation 1D

Date Trainee Fromation Expect
PPCF (LK)

ok

FE

Clear I Cancel

Save after inputting data in each of the data fields. Click <OK>
and return to the Assignment Window. Close the Windows and
return to the People Window.
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Updating LN Records, Continued

Extra Person Information stores information that occurs one time in an
employee’s record. If it is updated, the new information replaces the old
values. Use the following steps to access the different Types.

Action

On the People Window, click <Extra Information>. The Extra
Person Information Window displays.

Extra Perzon Information

Type

AF Unique Information-Ge

\Army Local Mational

Armvy Unique Information-Ger

Handicapped Additional Info

LN Military/Veteran Infarmation
LN Other Information-Ger

LN Person Group 1

| LN Person Group 2

__| |LN Probations

LN SCD Information

LN Security Information

LN Separation and Retirement

Deiails

[T—H- [r]

Place the Current Record Indicator next to the Type to be viewed
or updated; e.g., AF Unique Information — Ger.

Updating Extra
Person
Information
Step
1
2
3

Click the Details data field. The DDF displays.

i Extia Person Information

German ODC Personal Number ;I
Cumant Cecupation

Apprentce Occupation
Curent Job Occupation Cenificats
ADSNFiscal Stafion

ApprapriationHaushalstel
On=Call Duty |
Reasan far Temparany Appointment Y
Clear | Cancel | 0K i
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Updating LN Records, Continued
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Updating Extra Person Information (continued)

Step Action
4 View or enter any required data. Click <OK>. The Extra Person
Information Type Window displays.
5 Repeat Steps 2 and 3 for each required 7ype and DDFs. These are

the remaining Types for a German LN Employee.

Army Local National:

Employes Name (Reports) =]

Contract Mumber
Sponsor Type

Famity Member Status
SFEP Category

tantal Status ’»-m--

TexAccount Mumber (AF) | v

Army Unique Information — Ger:

i Extra Pesson Information

e

Number of Childran K i |
Family Income (020 N Married and LEQ 5096

Dt Diraft Exernption 7 |

Diraft Exemption Status

Length of Sarvce sward Dua Data T |
L]

Clear | Cancel | 0K I

Continued on next page
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Updating Extra Person Information (continued)

Step Action
5 Handicapped Additional Info:
(Cont)

i Extra Perzon Information

Carfificate lssus Auth |_ =
Cartificate Number

Dt Cerificate Effective
Ceart Expiration Diate
Handicap Percant

Handicap-Linfarmed Services (45 (0 o

Clear | Cancel | 0K I

LN Military/Veteran Information:

Extra Perzon Information

Militans Recall Status Not Applicable ;I
1 f

Yeterans Preferenca None

Weterans Freferance far RIF |1 None
Craditable Military Senvica
‘Weterans Statug % Not A Veteran T
13

EL[E
Clear |  Cancel | ok |

LN Other Information — Ger:

xtia Person Information L [O] =]
21

TaxClass Code Em —i
Child Tex Exemptions/00C Nr Children (0.0 {
Bluefhite Callar z White Collar
DtWork Permit Expires —
Dt Besidenca Parmit Exgires
Reason for LWOP (AF) |

Typaof Unpaid Abssnes (aEy [0 NiA f |
»

glear |  cancel | ol
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Updating Extra Person Information (continued)

Step

Action

5
(Cont)

LN Person Group 1:

i Extra Person Information

2|

Appointment Type _ Excepted Indefinite

Type of Employment |1 Full Time Employee In Pay Statu
Fiaca or National Origin [
Orig Appointment Auth Code [BPM €S Rule 8.3
Cauntry Ward Crizenship o Ialy
LN Handicap Code s No Handicap
Employee Emplayes ID Number (5244 ]
S SAN Tax Account Mumber (italy)
Flace of Birth
Presdous Mame (Maiden or Birth)
LM Payrall Mo New
LN PayrollNo Old | ‘;!
Family Member Emplaymnt Prai R
IMAIL Murmber - taly |7 8097046 Jz’
ﬂ_l 3
Clear | Cancel | W——l
LN Person Group 2:
= *
|
Diate Assigned Current Agancy i'
Fizasonforbobilyy [ Not Applicable I
D1 Sue Risimb Agmi Expires !
Preference Categony T
Chlian Dty Stat Can Y Mot Appli
Date Last Promation [01-JUN-1998
Agency Code Transter From

Lt Sponsor Depans
Citizenship |3
ConsantiD N

Local National Employee

Obligated Fostion Number
Obligated Pasiion Type
Diate Obligation Expire

Clear

Local Nationals: Updating and Viewing LN Records

Continued on next page

Mod 10, Chap 4, page 14



Updating LN Records, Continued
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Updating Extra Person Information (continued)

Step Action
5 LN Probations:
(Cont) i Extia Peison Information H=]E
Dats ProbTrial Period Begins | =
Date ProbfTral Penod Ends .
SpuriMgr Frob Ends
Diate Spurihigr Prob Ends "
L o
Clear |  Cancel | 0K E
LN SCD Information:
=] ]
] 2 |
SCD Leave W._l
SC0 Civilian EEEI -MOV-1985
SCORIF [01-NOV-1985 i
AR SCO RIF (Gemany) E 7 i
i ¥
Clear | Cancel | 0K |
LN Security Information:
|.' uira F ﬂsnn Information -l=_| m
Securty Investigation Basis -—I
Date Security Investgation Completed |
PRESCI Status Employment (NY) "
Al e
Clear i Cancel | | 6] 4 |
Continued on next page
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Updating LN Records, Continued

Updating Extra Person Information (continued)

Step Action
5 LN Separation and Retirement:
(Cont)

Feason for Separation

Agenty Code Transfer To i 1
Mandatory Retirement Date i 3 |
L]

Local Warks Coundl ID ;I
Digtict Works Councal ID
Jaint\Warks Counal D

Hexal VWiarks Council ID |

SHE Reprasentative ,

outh Flepresentative {
Alternate Works Councal
Appelats Level Warks Councal
Works Council Area Code-GE
Works Councal Member-GE

Works Council NTE |
1 ¥

6 Upon completion, exit the Extra Person Information Window
and return to the People Window.

Continued on next page
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Updating LN Records, Continued

Unique DDFs
for Specified
Countries

Local Nationals: Updating and Viewing LN Records

The following is a list of unique Extra Person Information DDFs by
specified countries.

Country Unique Extra Person Information DDFs
Azores Azores Unique Info:
_ 0] =
Social Welfare Mumber || el
hMeal and Transportation Subsidy "
i J_I
Clear I Cancel | i oK |
Belgium Belgium Unique Info:
| Extra Perzon Information
1o
kacano Mumbar ;l
Bank Account MR
Number of Children
Spouse Dependency B o
Clear | Cancel | oK I
Cuba Cuba Unique Info:
_ |53 x|

Hirg Stats |

15t Dependent Status
1st Dependent DOB
2nd Dependent Status
2nd Dependent DOB
3rd Dependent Stafus
3rd Dependent DOB
4th Dependent Siatus
4th Dependent DOB
5th Dependent Siatus

5th Dependent DOB - !'
L] I I »

Continued on next page
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Updating LN Records, Continued
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Unique DDFs for Specified Countries (continued)

Country Unique Extra Person Information DDFs
Iceland Iceland Unique Info:
Employes Mame(Reporis) d
SEAN |
Union Murmber
Biank Account NMumber
Murnber of Vacation Days
“acaton Code
hdanital Status
Insurance Company
Pansion Fund =
Clear Cancel | DK |
Japan Japan Unique Info:
Extended Step —3-1
Tyoe of Employment From
Type of Employment To |H Permanent [Part-Time] =
4 7 i : *
clear | | | oK |
Korea
Armry Ksc Skill Information
Armry Local National
Handicapped Additional Info
Korea Additional Info - AF
Eorea Additional Info - Army
Korea Basic Information
Korea Emergency Essential Info
| Korea RIF Information - AF
Distails
[l (i

Local Nationals: Updating and Viewing LN Records
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Unique DDFs for Specified Countries (continued)

Haoma Phone Area Code

Country Unique Extra Person Information DDFs
Korea Army KSC Info:
(Cont)

Local Address Province
KSC Senal Numbear

Army KSC Skill Info:

il E xtra Perzon Information

23l 2]
Skill 1
Skill 2
Shall 3
Skill 4
Skill &
Skill 6
Skill 7
Skill 8

Clear

Additional Info — AF:

Medical Insurance Eligibility

Pension Frogram Eligibility
Insurance Program Eligibility
Insurance Categon/
Outstanding Parformancs Fating
OPR Tvpe

Diate OFR Approved
Relative Type

Felative Name

DOB Coweclion Reason
Criginal DOE

Hecruitment Source

Clear

o
L= ]

ol
|

Cancel

Local Nationals: Updating and Viewing LN Records
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Updating LN Records, Continued

Unique DDFs for Specified Countries (continued)

Country Unique Extra Person Information DDF's

Korea Korea Additional Info — Army:

(Cont) Estia Peison Infoimalion
5.2

Diecal Fagistration Dete =
Decal Ragistration Type
Genewva Card Diate

Genewva D

10 Expirafion Dinte

Physical Exam ¥-Ray Cycle
Tuibion Assistance Type

D Tuition Canificate Recehad
Union Article -11C

Crerogalton Information w
*

Koren Pay Group Mumber I

Employee ID

.

Clear J Coancel | 0K |

Korea Emergency Essential Info:

[ xio Porson information ——————— —— mi=lE|
2

Employee Mobility Status (AF) [ j
Diate EE Agreamen Signed
AtemoteSSAN | .
D Fass Data '
EE Training Type -
Date EE Training
Excass Fosition Agreemant (AF) ) - :
Claar | Cancel | OK |

Continued on next page
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Updating LN Records, Continued

Unique DDFs for Specified Countries (continued)

Country Unique Extra Person Information DDF's
Korea Korea RIF Info — AF:
(Cont) jm Extra Perzson Information

Fetention Group ;I
‘Weleran Status
Severanca Pay Eligibility (CH) -

Clear | Cancel | oK I

Updating The Special Information (SIT) Taskflow Button stores multi-occurrence
Special information; e.g., appraisals, training, etc. The following steps are used to
Information access the SIT:

Step Action

1 On the People Window, click <Special Info>. The Special
Information Window displays with the employee’s name.

2 Query for the LN SITs. Click F7 to clear the Name data field
enter %LN% and F8 or on the Toolbar click Query — Enter —
%LN% and Query — Run. The LN Special Information 7ypes
display.

EE 5 pecial Information [Albet, Guenter]

Information
Mame Exists

LN Adverse Action Info I

LM Appraisal Information

LM Conditions of Employment
« | [LN Conduct/Performance Army
LN Education Information

o Emm

Details
|7 Start Diate End Diate Diatail [1

- HBR-OCT-?_EIUI

/.

1; Note: There are other SITs such as Completed Training and
Required Training that will not start with “LN” that may be
necessary to use.

Continued on next page
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Updating Special Information (continued)

Step

Action

3

Click the Current Record Indicator by the Name of the SIT and
click in the Detail data field. Examples:

LN Adverse Action Info:

N A

il 2|

Achearse Action NOAC

Cause of Disciplinans Action

Drate of Adverse Action

D= Suspenced

Date Suspension Ower 30 Days

Diate Suspension Under 30 Days
Disciplinary Action Tyoe - (AR Japan)
Dheciplinans Action Date (AFJepan)
Disciplinary Feason AFJapan)

LN Appraisal Information:

i LN Appraizal Information:

Appraisal Type E Annual Appraisal £

Exc Fully Suce, Excellent, Hig
I1-MAR-1990

Rating of Racord |4

Effective Date

Unit

Office Symbal

Py Flan

Grade

Date Due

Appraisal Systemn [dentifiar

Clear |

I=] 3

Cancel

LN Conditions of Employment:
Wi LM Conditions of Employment

Physical Dale
Provsical Exam or Test Type
Type of Dccupational Cert

Date Occupational Cert [ssued

Clear

o
(o ]

Cancel

Local Nationals: Updating and Viewing LN Records
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Updating Special Information (continued)

Step

Action

(Cont)

3

El 2

Clear |

LN Conduct/Performance Army:

i LN Conduct/Performance Army

O gt it Ak Act

Dt hlotce lssus Empl

Dt Empl Raply Adh Act

DOt Labor Cour Completed
D1 Final Decision A Act
Diate Grievance Filed

Ot Labor Court Case -

From

Cancal |[ ok ]

LN Education Information:

e LN Education Information

£ ?

Education Level
Education Level (Garltah
Academic Discipline

Year Degree/Cer Attained
Cradit Hours

Cradit Type

Type of School
Caollege-Major-bdinor
Academic Instiution Mame

t'aar Bachelor Degree Attained

Clear

= E3

m Elementary school t:vumnh;I

67

£

Aol
i Cancel | I |

Local Nationals:

Updating and Viewing LN Records
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Updating LN Records, Continued

Updating Special Information (continued)

Step Action
3 LN Language Information:
(Cont) N Longuage Information o (=] s
52

Language Identtiar i‘

Language Froficiency Lewvel

Language Proficiency Test Data

Language Feading Proficiency

Language Speaking Proficiency
Language Listening Proficiency
DiLanguage Test

English Language Ability [AZ)
Language Wanar (A7)

Language Allowance

Diate Languange Allowance Effective
Language Tests (hv-Japan)

Test Degree (AF-Japan)

Test Score (Japan)

Test Date -
4 »

clear |  cancel | ok |

4 Upon completion, exit the Special Information Window and
return to the People Window. Save your work.

Updating The <Qthers> Taskflow Button is used only to accept applicants. See this
Others module, Chapter 2, Building Local National Applicants, section, “Accepting
an LN Applicant.”
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